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1. PURPCSE AND SCOPE. To recogni ze and pronptly reward
exenplary contributions to the organi zation's efficiency and
effectiveness. Merit shall be the sole basis for granting any
award. The provisions of this Program Statenent apply to all BOP
enpl oyees at all organi zational |evels.

This Program St atenent establishes the Incentive Awards Program
as a key conmponent within the BOP. In addition to presenting new
incentive awards initiatives, the Program Statenent al so

i ncorporates previously published policy and instructions into a
logically structured guide to be used by Human Resource officials
and supervisors in fulfilling their responsibilities in human
resource managenent .

2.  SUWNARY OF CHANGES

a. Chapter 1 is updated to reflect the current |egal basis and
regul atory requirenents; to require that the D rector approve al
forms of recognition presented on his or her behalf; to increase
the award approval anpunts for Assistant/Regional D rectors,
Wardens, and Training Center Directors; to allow human resource
of fices the option of using the Enpl oyee Awards System ( EASY)
programas the incentive awards register; to reflect new filing
requi renents for SF-50s; to require an inventory be maintai ned of
purchased itens to be used as incentive awards; and to refl ect
m nor changes in other parts of Chapter 1

b. Chapter 2 nodifies the evaluation criteria for Quality Step
I ncreases (QSl) and Sust ai ned Superior Performance (SSP) Awards.
QSls will no | onger be precluded because of reassignnents.
(Note: There is no change in the QSI policy regarding
pronotions.) The waiting period for receiving SSPs has been
reduced fromone year to six nonths.
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Approving officials my now only approve nom nations for
enpl oyees who are within one nonth of eligibility for QSIs or
SSPs. The changes for granting QSIs and SSPs w Il be effective
for the rating period ending March 31, 2001.

c. Chapter 3 is updated to outline the Bureau' s policy and
procedures for granting tinme off awards. The one-year limtation
for use of a tine off award will remain in effect.

d. Chapter 5 is updated to clarify that Recruitnment Awards
shoul d be processed as Individual Cash Awards; to specify that a
shadow box di splay case may be used to nount the nedals and | ape
pins in the Honorary Service Medals section; and to clarify that
enpl oyees cannot trade or assign their frequent flyer incentives
to another enployee in order to receive an award under the Travel
Savi ngs Awar ds Program

e. Chapter 6 is updated to elimnate the criteria, form of
recognition, and tinefranmes for the Bureauw de awards program
This information wll be announced during the annual call for
nom nati ons.

Regi onal O fices should forward no nore than two nom nati ons
for each Bureauwi de award category to the Central Ofice. Al
nom nations recei ved at Regional Ofices nust be maintained for a
period of two years.

f. Chapter 7 is updated to change the ordering procedures for
Career Service Insignia and Career Service Certificates; to
i nclude instructions for requesting a service pin and a
congratul atory letter signed by the Director for nenbers of the
Executive Staff and Chief Executive Oficers; to change the
procedures for requesting retirenment timnepieces and a retirenent
letter signed by the Director and to provide a new format for
requests; to add a provision that a re-enployed annuitant woul d
not generally be eligible for a retirenent plaque, tinepiece, and
a letter signed by the Director; to change the retirenment plaque
to include total Federal service or total Bureau service,
whi chever the enpl oyee chooses; and to elimnate the requirenent
for an engraved brass plate to be affixed to the flag box under
the formof recognition in the Deceased Enpl oyee section.

g. Chapters 9 and 11 were reordered and Chapter 10 eli m nated.
The new Chapter 9 now addresses awards under the Senior Executive
Service, including a change to the Distinguished and Meritorious
Executive Awards. The new Chapter 10 addresses M scel | aneous
O her Awar ds.

The nanes, evaluation criteria, and formof recognition for the
Attorney Ceneral’s Awards Program were elimnated since this
information will be announced during the annual call for
nom nati ons.
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3. DI RECTI VES AFFECTED
a. Drective Rescinded
PS 3451. 03 Awar ds Program |Incentive Awards, Bureau of
Prisons (5/10/94)
b. Directives Referenced
PS 3000. 02 Human Resour ces Managenent Manual (11/1/93)

4. STANDARDS REFERENCED. None.

5. EMPLOYEE ACCESS. Enployees may have access to any and al
information in this Program Statenent and may have copies of any
portion. Al Human Resource Managers shall assure that the Human
Resource office copy of this Program Statenent is current at al
tinmes and is readily available to enpl oyees.

/
Kat hl een Hawk Sawyer
Director
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CHAPTER 1: GENERAL ADM NI STRATI ON
100. LEGAL BASI S AND REGULATORY REQUI REMENTS

Title 5 U.S. Code Chapters 43, 45, 53 and 55

5 CFR Part 430

5 CFR Part 531, Subpart E

5 CFR Part 451

DQJ Order 1430. 3A (4/14/87)

DQJ Order 1451. 1A (12/14/78)

Public Health Service Conm ssioned Corps Personnel Mnual,
Instruction 1 of Subchapter CC27.1 and Instruction 1 of
CC27.9

8. DA Policies, Guidance and Procedures on Tinme-Of Awards
(6/9/92)

NokwhE

101. PURPCSE OF PROGRAM

1. The purpose of the Bureau of Prisons Incentive Awards
Programis to recognize and reward pronptly enpl oyees who perform
in an exenplary manner or neke significant contributions to the
efficiency and effectiveness of Bureau operations and to honor
t hose who have served the governnent faithfully and well.

The integrity of the programw || be preserved when neritorious
awards are given expeditiously and only to those who are truly
deserving of recognition. Merit will be the sole basis for
granting any award. This wll dimnish inequities that could
underm ne the credibility of the awards program Awards shoul d
be granted without regard to grade | evel or type of position.

Awar ds received within the past five years will be a factor
when considering all enployees for a pronotion through the
conpetitive nerit pronotion procedures.

2. Enployee recognition is extrenmely inportant to encourage
and mai ntain enpl oyee norale and a high | evel of achievenent.
Unfortunately, this can have a negative inpact on all enpl oyees
if the recognition is awarded indiscrimnately, w thout a clear
connection between the award and the contributions nmade to the
Bur eau.

We need to ensure that in our efforts to recogni ze enpl oyees,
we al so remai n cogni zant of our public trust and fiscal
responsibilities. In the interest of all taxpayers, it is of the
ut most i nportance that we nmaintain the integrity of the incentive
awards program W must not indiscrimnately grant awards.

Al ways consi der factors such as: inpact, perception of others,
and cost savings of the contribution being rewarded.
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102. ELIGBILITY

1. The Incentive Awards Programis applicable to all enpl oyees
of the Federal Bureau of Prisons. Awards nmay be granted to
former enployees or to the estate of deceased enployees if the
contribution which serves as the basis for the award was nade
whil e the enpl oyees were in the service of the governnent.
Honorary awards of noderate value may be granted to private
citizens or organizations for significant contributions that
benefit the Federal Bureau of Prisons.

2. United States Public Health Service (PHS) Oficers assigned
to Federal Bureau of Prisons facilities may recei ve awards under
the PHS Comm ssioned O ficers' Recognition Program as descri bed
in Chapter 8. They may be granted non-nonetary, honorary
recogni tion; however, they are not eligible for cash awards.

103. DELEGATI ON OF APPROVI NG AUTHCORI TY AND RESPONSI BI LI TY

1. The Attorney CGeneral has overall responsibility for the
I ncentive Awards Programin the Departnent of Justice. She/He
retains the authority to approve the Departnent's top honorary
awards; to nom nate other enployees for awards granted by
agenci es and organi zati ons other than the Departnment of Justice;
to approve cash awards of nore than $5,000 and up to $10, 000; and
to recoomend to the Ofice of Personnel Managenent cash awards of
nore than $10, 000.

2. The Deputy Attorney Ceneral retains the approval authority
on cash awards for SES enpl oyees, including SES attorneys. This
authority does not pertain to awards that require the Attorney
CGeneral ' s approval .

3. The Ofice of Attorney Personnel Managenent has del egat ed
the authority to the Director, Federal Bureau of Prisons, to
approve awards up to $5,000 for non-SES attorneys at the GS-15
| evel and bel ow (or equivalent), as well as law clerks and | aw
st udent s.

4. The Director, Federal Bureau of Prisons, is responsible for
assuring effective adm nistration of the Incentive Awards program
wi thin the Federal Bureau of Prisons. The Director:

a. recomends enpl oyees for awards that require DQJ
approval or concurrence;

b. del egates approval authority for cash awards up to
$3,000 to Assistant/Regional Directors and up to $1,500 to
War dens and Training Center Directors;
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c. approves cash awards of nore than $3,000 and up to $5, 000
for all Bureau enpl oyees;

d. approves the Bureauw de awards sel ections; and

e. approves all fornms of recognition presented on behal f of
the Director, Federal Bureau of Prisons.

5. The Assistant Directors are delegated the responsibility
for:

a. overseeing the operations of the Incentive Awards
Programw thin their respective divisions;

b. approving Quality Step Increases (SlIs), Time Of Awards
(TOAs), and cash awards up to $3,000 for all enployees in their
di vi si ons;

C. approving suggestions having Bureau-w de inpact and
suggestion awards when their division is the lead or is primrily
i npacted by the inplenentation of an approved suggestion; and

d. approving all Bureau-w de divisional awards.

Not e: Assi stant Directors nust obtain Executive Staff
concurrence for all Bureau-w de divisional awards.

Assistant Directors may al so approve superior acconplishnent
(cash) awards for special acts or service of up to $3,000 for
enpl oyees outside of their own division (for acconplishnments that
benefit their divisions). It is advisable to obtain concurrence
fromthe enpl oyee's Warden, Regional Director, or Assistant
Director.

6. The Assistant Director for Industries, Education and
Vocational Training (I E&VT) is delegated responsibility as
outlined in paragraph 5, above. Approving authority is also
del egated for all awards for UN COR enpl oyees in institutions at
t he Assistant Departnent Head | evel and higher, along with
Central Ofice controlled positions.

7. The Assistant Director for General Counsel and Revi ew (O30
is del egated responsibility as outlined in paragraph 5, above.
In addition, approving authority is also del egated for cash
awards up to $3,000 for attorneys at the GS-15 | evel and bel ow
(or equivalent), as well as |law clerks and | aw st udents.
Attorney awards nust be endorsed by the Regional Counsel and
approved by the Assistant Director, OGC, simlarly, the Director
nmust approve awards ranging from $3,001 to $5,000. Time Of
Awards for attorneys nust be endorsed by the Regi onal Counsel and
approved by the Assistant Director, OGC

8. The Regional Directors are del egated the responsibility for
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overseeing the operations of the Incentive Awards Program w thin
their regions, including:

a. the approval of Regional Director's Awards under the
Bur eauwi de awar ds program

Not e: Regi onal Directors nmust obtain Executive Staff
concurrence.

_ b. providing reconmendations on all nom nations for Bureau-
wi de awards, and

c. approving suggestions for Region-w de inplenentation
and/or referral of suggestions for Bureau-w de inplenentation.

The Regional Director is the approving authority for (SIs,
TOAs, and cash awards up to $3,000, for regional and comunity
corrections personnel, and for institution staff when the award
exceeds the Warden's del egated authority (except for attorneys,
| aw cl erks/students and UNI COR enpl oyees at the Assi stant
Depart ment Head | evel and higher).

Regi onal Directors may establish other requirenents for award
approvals in their regions.

9. Wardens are delegated responsibility for ensuring there is
a conprehensi ve and equitable Incentive Awards Program operating
at the institution level, with an Institution Suppl enent

outlining all local policies and procedures. They are the
approving authority for QSlIs, TOAs, and cash awards up to $1, 500
for all institution enployees except for those enpl oyees

del egated to the Assistant Director, OGC and to the Assistant
Director, |IE&VT. Reconmendations for awards exceedi ng $1, 500
will be forwarded to the Regional Ofice for action at that

| evel .

Wardens are al so responsi bl e for approving suggestions
inpl emented at their institutions and for referring suggestions
to the Regional Ofice for region-w de or Bureau-w de
i npl enment ati on consi derati on.

10. Training Center Directors are delegated the responsibility
for ensuring there is a conprehensive and equitable Incentive
Awar ds Program operating at training centers, with a suppl enent
outlining all local policies and procedures. They are the
approving authority for QSls, TOAs, and cash awards up to $1, 500
for all training center enployees (except for those enpl oyees
| isted above). Recommendations for awards exceeding $1,500 will
be forwarded for approval to the Assistant Director for Human
Resour ce Managenent .

Training Center Directors are al so responsible for approving
suggestions inplenented at their training centers and for
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referral of suggestions to the Central Ofice for Bureau-w de
i npl ement ati on consi derati on.

11. Re-delegation of Authority. The approving official of
awards may re-del egate approval authority to an official serving
in an acting capacity. 1In no instance nmay the approving official
al so be the recommendi ng official, except when the recomendi ng
official is the Director.

Not e: The approving official nust be at a managenent
| evel higher than the recommendi ng official.

104. ADM NI STRATI VE RESPONSI BI LI Tl ES

1. The Assistant Director, Hunman Resource Managenent Divi sion
has been del egated the responsibility for the overal
adm nistration of the Incentive Awards Program

2. The Deputy Assistant Director, Human Resource Managenent
Di vision provides the central admnistrative direction and revi ew
necessary for an effective awards program

3. The BCOP Incentive Awards Coordi nator, Enpl oyee Rel ations
Section of the Human Resource Managenent Division will be the
focal point of all issues concerning the Incentive Awards Program
wi thin the Bureau, serve as an information resource, and
coordi nate the collection and processi ng of Bureauw de,

Attorney Ceneral, and Governnent-w de awar ds.

4. The Seni or Executive Service (SES) Coordinator will be the
focal point for SES awards, including Presidential Rank Awards,
performance awards (bonuses), and SES superior acconplishnent
i ncentive awards.

5. Supervisors at all levels have primary responsibility for
t he successful conduct and pronotion of the Incentive Awards
Program by assuring that they keep thensel ves inforned of al
aspects of the program encourage enpl oyees and i nform them of
the opportunities the programoffers for personal and group
recogni tion (which includes the enpl oyee suggesti on program
They must review their own operations and evaluate results for
t he purpose of identifying enpl oyees whose individual or group
contributions have led to significant inprovenents.

6. New ideas and suggestions are frequently instituted w thout
undergoing the formalities of the suggestion program
Supervi sors are responsi ble for recognizing situations of this
type in which initiative surpassing their expectation is
di splayed. 1In these instances, the supervisor should submt a
recommendation for a superior acconplishnent award and/ or
encour age/ assi st the enployee in submtting the idea through the
suggestion program



PS 3451. 04
7/ 10/ 2001
Chapter 1, Page 6

7. Regional Human Resource Managers and Institution Human
Resource Managers will:

a. ensure proper naintenance of records on awards and
suggest i ons,

b. provide nmanagenent officials with adequate information
to ensure their conpliance with this Program Statenent and the
effective functioning of the program

c. determne eligibility for awards,

d. process awards in accordance wth [aw, regulation, and
the direction provided by this Program Statenent, and

e. publicize award sel ections.

Institution, Training Center, and Regional Incentive Awards
Coor di nators shoul d be desi gnat ed.

8. Enployees all share the responsibility for efficient and
econom cal Governnment operations. Every enployee should aspire
to make contributions to Governnent operations of such
significance as to warrant recognition through this program

105. THE | NCENTI VE AWARD PLANNI NG AND REVI EW COW TTEE

1. Incentive Award Pl anning and Review Conm ttees nust be
operational at each institution, training center, regional
office, and at the Central Ofice. Conmttees may reviewthe
overall effectiveness of the program and may nmake recommendati ons
to the Chief Executive Oficer (or Assistant Director, Human
Resource Managenent Division, for Central Ofice) regarding the
devel opnent of program policy, procedural issues, and pronoti onal
activities. Al commttees should have Union representation as
required by the Master Agreenent. (Note: The Central Ofice
commttee services Central Ofice enployees only. A separate
Bureau Comm ttee has Bureau-w de responsibilities.)

2. Commttees will serve as the review ng body for suggestions
and in making witten recomendati ons as to approval,
di sapproval , nature and/or anmount of suggestion awards.
Comm ttees may al so review | ocal awards as designated in
institution supplenents or operating guidelines.
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3. The Bureau Conmittee (referred to as the Bureau Suggestion

Commttee) wll include the Incentive Awards Coordi nator, one
menber from each division, and a Union representative. The
committee will neet on an "as needed" basis.

4. The Regional Ofice Commttees will include the Regional
I ncentive Awards Coordi nator and representation fromthe nmajor
program areas. Institution Commttees wll include the

Institution Incentive Awards Coordi nator, representation fromthe
| ocal union, and any ot hers designated by the Chief Executive
O ficer.

5. Each Central Ofice division may establish a coommttee to
make recommendations to their respective Assistant Director.

106. RECORDS AND REPORTS

1. The central clearance and records point for the Incentive
Awards Programw || be the Human Resource Manager at each
organi zati onal | ocation.

2. Incentive Awards Register. FEach award nom nation and
enpl oyee suggestion is to be assigned a | og nunber and recorded
in an Incentive Awards Register. The register should be
mai nt ai ned on a fiscal year basis and include sufficient
information to track the status of awards and suggestions. At a
m ni mum the register nust include the enpl oyee's nane, grade,
type of award nom nation, date received, date approved/ deni ed,
the dollar anount for cash awards and the nunber of hours for TOA
awards. Witten docunentation is required for each incentive
awar d, whet her approved or di sapproved.

Records of incentive award actions mnmust reflect the status and
di sposition of each case initiated, and processed awards mnust
i nclude the actions and reconmmendati ons of Incentive Awards
Commi ttees. Specific docunentation requirenents are described in
the section for each type of award. Files nust be maintained to
substanti ate expendi ture of funds.

The Enpl oyee Awar ds System ( EASY) autonmated tracking system may
be used as the incentive awards register for awards and
suggesti ons.

3. Reports. The Enpl oyee Rel ations Section (ERS), Central
Ofice wll request an annual statistical report on Foreign
Language and Recruitnment Awards and will include the required
format and due dates. Human Resource Managers are to submt the
reports to their respective Regional Human Resource
Adm ni strators. Each Regi onal Hunman Resource Adm nistrator wll
submt a consolidated report to ERS, follow ng the instructions
in the annual request. (The reports fromthe Central Ofice
Human Resource O fice and the Trai ning Center Hunan Resource
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Ofices will also follow the instructions in the annual request
for these statistics.) ERS will gather statistics on other
awar ds t hrough the personnel automation system

4. Oficial Personnel Folder. A Notification of Personnel
Action (SF-50) nust be processed for each QSI, TOA, and all cash
awards. Except for SIs, SF-50s for TOAs and all cash awards
must include a remark indicating the reason for the award.
Exanple remark: "Time Of Award for initiating cost saving
procurenent practices."

Any SF-50s generated for TOAs and cash awards will be filed on
the left side of the Oficial Personnel Folder and will be
retained for a period of five years or until an enployee | eaves
t he agency, whichever cones first. SF-50s for QSIs nust be filed
on the Oficial Personnel Folder’s right side and nmaintained as a
per manent record.

5. Oher Award Filing Requirenents. The follow ng award
materials nmust be maintained for a period of two years:

a. The nomnation, with witten justification and approval
of a higher |evel manager, will be nmaintained in a file
established for nonetary awards or in the Enpl oyee Performance
Fol der ( EPF).

b. Letters of appreciation/thanks not associated with the
nmonetary award can be maintained in the files as indicated
in a. above.

c. Copies of approved and di sapproved suggestions are to be
maintained in a file established for this purpose.

d. An inventory will be maintained of all purchased
incentive award itens (non-nonetary). The nom nation, with
witten justification and approval of a higher |evel manager,
will be maintained in a file established for this purpose.

107. PUBLICI TY AND CEREMONI ES

1. Al human resource offices are encouraged to publicize
awar ds through newsletters and recalls. Enployees of the
Mont h/ Quarter/ Year, and Supervisors of the Quarter/ Year
sel ections, should be submtted to the Information, Policy, and
Public Affairs Division for inclusion in the Monday Morning
Hi ghlights. (Use BOPNet G oupWse ID: BOP-I1PP/ PUBLIC
| NFORMATI ON)
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2. Privileged information contained in award nom nati ons
shoul d not be publicized or otherw se di scussed with anyone not
involved in the selection process, except on a "need-to-know'
basis. Award nom nations should not be discussed with the
nom nee until the award has been approved.

3. Inpact of the Privacy Act. Routine data for pronotion and
publicity purposes (e.g., nane, grade, organizational |ocation,
phot ogr aph of awardee, type and anmount of award, and description
of contribution) is considered public information and, therefore,
is not subject to the Privacy Act. Personal information (e.g.,
date of birth, hone address, professional affiliations,
enpl oynent history) may not be publicized w thout prior
perm ssion fromthe enpl oyee.

108. NOM NATI ON FORMS

1. Mbst awards are subnmtted on a nmenmorandum form  Local
forms may be devel oped, where appropriate.

2. To ensure uniformty in the Bureauw de award nom nation
process, there is only one standard nom nation form The Bureau-
w de awards form (BP-S172.034) is to be used for all nom nations
as indicated during the annual call for these awards. This form
can be found on BOPDOCS and nay be reproduced | ocally.

3. Personnel Form 19 is recomended for submtting enpl oyee
suggestions, although use of this formis not nmandatory.
109. FUNDI NG

1. Funds will be issued to each facility at the beginning of

each fiscal year. Should a facility require additional awards
fundi ng, other budgetary institution resources nmust be utilized.

Not e: Approved award reconmendati ons may be deferred or
deni ed due to budget curtail ment or other
unforeseen factors. |In such cases, the affected

enpl oyees shoul d be so inforned.

2. Central Ofice will fund the Bureau-w de awards program
Human Resource Managers will receive instructions regarding the
cost center to which each of these awards shoul d be charged.
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110. REQUESTS FOR PURCHASE

1. In order to ensure that each item purchased as an incentive
award is used as intended, each purchase request for an award
must be certified by the | ocal Human Resource Manager. A copy of
si gned purchase requests and docunentation of the distribution of
incentive award itens nust be nmaintained by the Human Resource
Manager .

2. Each Human Resource Manager will be required to sign the
foll owi ng statenment which nust be on each purchase request, to
i ncl ude purchase requests for retirenent plaques:

"I certify that the iten(s) on this purchase request
represent(s) incentive awards and will be distributed to
enpl oyees only in accordance with the O fice of Personnel
Managenent, Departnent of Justice, and Federal Bureau of
Prisons regul ati ons on awards."

See Chapter 2, Superior Acconplishnent Awards based on Speci al
Acts or Service for nore information about the purchase and
distribution of incentive awards itens.

111. TRAI NI NG OF SUPERVI SORS AND EMPLOYEES

The Human Resource Manager, in conjunction wth the Enpl oyee
Devel opnent Manager, is responsible for providing periodic
training to managers, supervisors, and enpl oyees on the Incentive
Awards Program (i.e., Institution Famliarization Training,

I ntroduction to Supervision, and Core Skills). Al enployees
shoul d know t he purpose, scope, and operation of the program

Supervi sors shoul d have a comon understanding of the criteria
used in granting awards. Enployees should be aware of job
expectations and requirenents for excellent and outstandi ng
per f or mance.

112. I NSTI TUTI ON SUPPLEMENTS OR OPERATI NG GUI DELI NES

Al'l human resource offices for institutions, training centers,
regional offices, and the Central Ofice (for Central Ofice
enpl oyees) are to have a witten | ocal supplenent or operating
guideline detailing all aspects of their Incentive Awards
Program to include a description of awards granted locally, the
criterial/ docunentation requirenents for each, and nom nati on/
approval procedures. Any awards established nust be consi stent
with current |egal and regulatory authorities.
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113. COVPTROLLER CGENERAL (CG DECI SI ONS AND OTHER RELATED
| NFORMATI ON

1. B-227559 (March 23, 1988) - The CG agrees with the Ofice
of Personnel Managenent's di sapproval of incentive awards
prograns to reduce sick | eave usage. OPMs rationale is that
sick leave is a statutory entitlenment available to all governnent
enpl oyees for use in appropriate circunstances, and awards for
non-use are i nappropriate.

2. B-233607 (Cctober 26, 1989) and FPM Letter 451-7
(July 25, 1989) - The Director may authorize travel expenses for
attendance at a nmjor award cerenony of award recipients and one
individual related to the recipient by blood or affinity, whose
cl ose association with the enployee is the equivalent of a famly
rel ati onship.

3. 65 Conp. Gen. 738 (1986) and 5 USC 4503 - Wile it is
recogni zed that appropriated funds nmay not generally be used to
provide free food to governnent enployees, refreshnments may be
purchased and considered as a "necessary expense" for an awards
cerenony reception if the agency determ nes that the reception
with refreshnments would materially enhance the cerenony.

4. B-236040 (Cctober 9, 1990) - An agency may pay a fee, which
i ncludes a luncheon, for attendance at a Federal Executive Board
regi onal award cerenony by agency enpl oyees who had been sel ected
for awards as well as their supervisors.

5. B-240001 (February 9, 1991) - The Incentive Awards Act does
not authorize giving T-shirts to Conmbi ned Federal Canpaign
contri butors.

6. 56 Conp. Gen. 57 (1976) - A labor relations arbitrator may
order an agency to prepare and submt an award recommendati on,
but cannot order the agency to actually grant the award.
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CHAPTER 2: GUI DELI NES FOR MONETARY AND NON- MONETARY AWARDS
200. CGENERAL | NFORVATI ON

1. Al award nom nations nust be submtted in witing and be
approved by the official defined in Chapter 1. The approving
official must be at a higher level than the recomendi ng
of ficial.

2. An award shoul d be discussed with the nom nee only after
the award has been approved.

201. QUALITY STEP | NCREASES (QSl)

1. Introduction. @SlIs are additional wthin-grade increases
whi ch augnent the enpl oyees’ basic pay and reward future
performance. A QSI is appropriate when faster than nornma
advancenent is warranted. Only General Schedul e enpl oyees are
eligible for @SIs. (Wage grade and tenporary enpl oyees are not
eligible for SIs.)

2. Evaluation Criteria. A QI may be considered only when the
enpl oyee's nost current overall performance rating of record is
"out st andi ng. "

This | evel of achievenent nust have been sustained for at |east
six nonths prior to nomnation. The sanme period of perfornance
may not be used as justification for nore than one QS

The enpl oyee nmust not have received a QSI during the past
52 weeks.

A QSI is inappropriate for an enpl oyee who has been sel ected or
is about to receive or just received a pronotion, except for
career | adder pronotions or reclassifications.

The approving official may grant QSIs for enpl oyees who receive
reassi gnnments. The approving official nust reasonably expect
that the sanme high | evel of performance will continue.

Sone enpl oyees who are eligible for QSIs may actually benefit
more froman SSP. In many circunmstances when the enpl oyee is
about to be pronoted, the enployee will benefit nore froman SSP
award than froma QSI because the latter may not provide a
greater step in the grade to which they will be pronoted. This
shoul d be discussed with the recormending official. An enployee
who is close to retirenent will only benefit froma QSI for a
short tinme. (Being close to retirenent does not preclude an
enpl oyee fromreceiving a QSI, but consideration should be given
to the benefit to the enpl oyee.)
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An enpl oyee who receives a (Sl does not start a new waiting
period to neet the tinme requirenents for a regular wthin-grade
i ncrease; however, if a QSI places an enployee in the fourth or
seventh step of the grade, the waiting period for a regular
Wi thin-grade increase is extended by 52 weeks. In the latter
case it may, at tinmes, be nore beneficial to wait for the regul ar
Wi thin grade increase, then nom nate the enpl oyee for a QS

3. Formof Recognition. A pay action which permanently
i ncreases the enployee's rate of basic pay equivalent to a
wi t hi n-grade increase.

4. Nom nation Procedures. Normally, a QSI is recomended
concurrent with the annual performance appraisal. The imredi ate
supervisor is responsible for initiating the recommendati on and
obtaining information on the enployee’'s eligibility for a QSI

Nom nations should be submtted using either of the nethods
descri bed bel ow

When the performance eval uati on contains substanti al
docunent ati on of the enpl oyee's performance in relation to the
per formance standards, the supervisor can submt a copy of the
per formance eval uati on and a cover nenorandum (or |ocal form
whi ch recomends the QSI

| f the performance eval uati on does not contain substantial
docunent ati on of the enpl oyee’ s performance as descri bed above,
t he supervisor nust submt a narrative justification which
substanti ates the enpl oyees’ outstandi ng perfornmance.

I f the appraisal is nore than 60 days old, a suppl enental
witten statenment of the reasons for granting the QSI wll be
required.

5. Selection Procedures. Only nom nations for enpl oyees who
are within one nonth of eligibility for a QS may be submtted to
the approving official. The approving official (in accordance
with Chapter 1) wll make the determ nation regarding the
nom nations. Disapproved recommendations will be discussed with
t he supervisor and returned.

202. SPECI AL ACHI EVEMENT AWARD FOR SUSTAI NED SUPERI OR PERFORMANCE
(SSP)

1. Introduction. This is a lunp sumcash award granted in
recogni tion of an enpl oyee's sustained superior performance which
exceeds normal job requirenents for a period of at |east six
nont hs.
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Tenporary enpl oyees nay be eligible for SSP awards, if al
requi renents are net.

Qui dance on awards for nenbers of the SES is contained in
Chapter 9.

2. Evaluation Criteria. An SSP award may be given only to an
i ndi vi dual (rather than a group).

One or nore job elenents of an enpl oyee’s position nmust be
performed for a period of at |least six nonths in a manner which
clearly exceeds normal job requirenents. The SSP award nust be
supported by a current performance rating of “exceeds” or higher.

The enpl oyee nmust not have received another cash performance
award, i.e., SSP or QSI, within six nonths preceding the date of
nom nation. The sane period of performance may not be used as
justification for nore than one SSP or QSI award.

An award for Special Act or Service during the six nonth period
is not disqualifying.

3. Formof Recognition. Recipients of these awards may
receive up to 15%of their rate of basic pay. The full anount
for an SSP award may be granted only once in any six-nonth
period. Amounts received for Special Act Awards are not counted
toward the 15%limt.

To provide managers with flexibility in choosing award anounts,
the followng table is provided:

GS 1-4 $100 up to 15% of basic salary
GS 5-8 $150 up to 15% of basic salary
GS 9-11 $200 up to 15% of basic salary
GS 12-13  $250 up to 15% of basic salary
GS 14-18  $300 up to 15% of basic salary

The Bureau recomended (not mandated) dollar range for these
awards is 1%to 3% of the basic pay rate. An SSP award has
significant neaning; therefore, it is recommended (not mandat ed)
that the anount of these awards be not |ess than 1% of the basic
pay rate, unless budgetary restraints require a | ower anmount be
granted. (For wage grade positions, the hourly rate wll be
multiplied by 2,087 to obtain an annual pay that can be equated
wth the nearest first step of a grade in the General Schedul e.)

In determ ning the dollar anmount of an SSP, it should be noted
that a step increase (QSI or within-grade increase) is
approxi mately 3% of basic pay and a pronotion is equivalent to
approximately 6% or nore of basic pay for positions in the
General Schedule (GS).

4. Nom nati on Procedures. Nom nations for these awards are
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accepted at all tinmes, although the nost appropriate tinme to
submt a performance award nomnation is at the end of the
apprai sal cycle. The imedi ate supervisor is responsible for
initiating the nomnation in nenorandum format or the locally
establishment format, indicating the type of award, and dol | ar
anount bei ng recomended. The i medi ate supervi sor nust al so
obtain information on the enployee’s SSP eligibility.

When the performance eval uati on contains substanti al
docunent ati on of the enpl oyee's performance in relation to the
performance standards, only a cover nmenorandumw || be required
as a nomnation. Qherwi se, nonmnations are to be submtted in
narrative format. All nom nations nust be supported by the
enpl oyee' s nost recent performance appraisal.

I f the appraisal is nore than 60 days old, a suppl enental
witten statenment of the reasons for granting the SSP wll be
required.

5. Selection Procedures. Only nom nations for enpl oyees that
are within one nonth of eligibility for an SSP may be submtted
to the approving official. The approving official (in accordance
with Chapter 1 of this Manual) will nmake the determ nation
regardi ng the recommendati ons. Di sapproved recommendations w |
be di scussed with the supervisor and returned.

203. SUPERI OR ACCOVPLI SHVENT AWARD BASED ON SPECI AL ACTS OR
SERVI CE

1. Introduction. This award may be nonetary or non-nonetary.
The nonetary award is a lunp sum cash award given for a one-tine
or non-recurring contribution by an enpl oyee or a group of
enpl oyees in the public interest connected with or related to
official enploynment. The non-nonetary award is a nedal,
certificate, plaque, citation, badge, or other simlar itemthat
has an award or honor connotati on.

An inventory will be maintained of all purchased incentive
award itenms. The nomnation, with witten justification and
approval of a higher |level manager, will be maintained in a file
establi shed for that purpose.

All enpl oyees are eligible for this award, including SES
enpl oyees, although Special Act or Service Awards for SES
enpl oyees are inappropriate when they are based on duties covered
by the performance work pl an.

Tenporary enpl oyees are eligible for Special Act or Service
Awar ds.

Chapters 5, 6, and 7 offer a variety of awards which fall
within the paraneters of this award authority.
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2. Evaluation Criteria. This type of recognition is
appropriate when an enpl oyee or group of enployees perforn(s)
substantially beyond expectations on a specific assignnent,
aspect of an assignnent, or job function; for a single scientific
achi evenent; an act of heroismor simlar one-tinme special act of
a non-recurring nature. This award may al so be presented to any
enpl oyee or group of enployees for disclosure of fraud, waste, or
abuse in the Federal Governnment that resulted in tangible
benefits to the Governnent.

3. Formof Recognition. The anmount of the nonetary award wil |
be based upon tangi bl e savings and/or intangi ble benefits to the
Governnment. (Refer to the Awards Tables in Chapter 2, pages 2-7
through 2-9 for additional information.) Anounts |ess than those
in these tables may be granted.

In determ ning the amount of a group award, the value of the
contribution should be evaluated first and the anount divided
anong the group nenbers, either equally or in proportion to the
contribution of each nenber. An exception nay be made when the
anount to be shared would be too small to be neaningful and
noti vati ng.

A non-nonetary award may include: Letters of Conmendati on,
Certificates of Appreciation, nedals, plaques, citations, badges,
or other simlar itens that has an award or honor connotati on.
Purchased itens nust:

a. be of nom nal value (under $25);

b. contain Bureau and/or other BOP affiliated insignia or
| ogo; and

C. be sonet hing that can be worn or displ ayed.

The purchase of non-nonetary itenms costing nore than $25 nust
be approved by the Regional /Assistant Director.

Not e: Regi onal / Assi stant Directors may establish general
cost limtations for purchasing plagues which
woul d not require further approval by the
Regi onal / Assistant Director.

Exanpl es of other appropriate types of itens include: tee
shirts, pens, coffee nugs, paper weights, baseball-type caps,
etc. Exanples of inappropriate types of itens include:
tel evision sets, fishing rods/reels, coffee makers, radios,

di nner certificates, trips, gift certificates, and sporting event
tickets.
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I ncentive award itens may not be purchased for general
distribution to enpl oyees nor may they be distributed nerely for
attending a particular function (such as a conference or a
training session). Itens that are made avail able for general
distribution to participants are not in the spirit of an
i ncentive award. These types of purchased itens (for general
di stribution) should only be made avail able at the personal
expense of the participants.

Not e: The Human Resource Manager nmust sign all purchase
requests certifying that itens purchased will be
distributed in accordance with incentive award
regul ati ons (see Chapter 1).

There is no limt to the nunber of these awards that an
i ndi vidual can receive in a given period.

4. Nom nation Procedures. Nom nations for these awards are
accepted at all times. The imedi ate supervisor (or other
managenent official aware of enployee contributions) is
responsible for initiating the recomrendation. Justifications
are to be submtted in sinple narrative format with enphasis on
results achieved and, if possible, identification of benefits
whi ch can be neasured and converted into nonetary benefits. The
Award Tabl es in Chapter 2, pages 2-7 through 2-9 should be
consulted in determ ning the dollar anount of the award.

5. Selection Procedures. The approving official (in
accordance with Chapter 1 of this Manual) w Il nmake the
determ nation regardi ng the recomendati ons.

For group awards, when one nom nation is submtted to justify
awards for nore than one enpl oyee, the total dollar anount
recommended nust be added together to determ ne the appropriate
approving official (see Chapter 1, Delegation of Authority).
Thi s does not preclude individual recognition for group
achi evenents; however, separate nom nations nust be submtted,
descri bing individual contributions to the governnent.

Di sapproved recomrendations will be discussed with the
supervi sor and returned to hinfher.

A remark nust be placed on the SF-50 which indicates the
justification for the award. Exanple remark: "Special Act Award
for designing and inplenenting the institution's strategic plan
for reduction in enpl oyee turnover."



PS 3451. 04
7/ 10/ 2001
Chapter 2, Page 7

AVARD TABLE
FOR CONTRI BUTI ONS W TH TANG BLE BENEFI TS
(SUGGESTI ONS, | NVENTI ONS, AND SPECI AL ACTS OR SERVI CES)

Esti mated First Year

Benefits to Gover nnent Amount of Award

Up to $10, 000 10% of benefits

$10, 000 - $100, 000 $1,000 for the first $10, 000
pl us 3% of benefits over
$10, 000

$100, 001 or nore $3,700 for the first $100, 000

plus .5% of benefits over
$100, 000
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AVWARD TABLE BASED ON | NTANG BLE BENEFI TS

The follow ng definitions will assist in interpreting the
attached chart:

EXTENT OF APPLI CATI ON

LIMTED - Affects functions, m ssion or personnel of one office,
facility, installation, or an organi zational elenent of a
headquarters. Affects a small area of science or technol ogy.

EXTENDED - Affects functions, m ssion, or personnel of several
offices, facilities, or installations. Affects an inportant area
of science or technol ogy.

BROAD - Affects functions, mssion, or personnel of an entire
regi onal area of conmmand. May be applicable to all of an

i ndependent agency or a large bureau. Affects a broad area of
sci ence or technol ogy.

CENERAL - Affects functions, m ssion, or personnel of several
regi onal areas or comrands, or an entire departnment of a large
i ndependent agency, or is in the public interest throughout the
nati on or beyond.

VALUE OF BENEFI T

MODERATE VALUE

Change or nodification of an operating principle or procedure
whi ch has noderate val ue sufficient to neet the m ni num standard
for a cash award: an inprovenent of rather limted val ue of a
product, activity, program or service to the public.

SUBSTANTI AL VALUE

Substanti al change or nodification of an operating principle or
procedure: an inportant inprovenent to the value of a product,
activity, program or service to the public.

H GH VALUE

Compl ete revision of a basic principle or procedure: a highly
significant inprovenent to the value of a product, ngjor
activity, program or service to the public.

EXCEPTI ONAL VALUE

Initiation of a new principle or major procedure; a superior
i nprovenent to the quality of a critical product, activity,
program or service to the public.



